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CURRICULUM VITAE

MERNELYN
MERNELYN.21129@2freemail.com  
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POSITION: DESIRED: Receptionist / Secretary / Data Entry Operator / Sales Staff / Cashier/ 

CAREER OBJECTIVES
As a dynamic, confident and competent Filipina to seek a fulfilling position wherein I can fully contribute my knowledge, skills and personality for the success of any endeavor. I pride as an asset to any organization.

WORKING EXPERIENCE

EMPLOYER

: AL ZAMAN FASHION CO. DUBAI

POSITION HELD
: Secretary (June 2007 –March 2009)
EMPLOYER

: ELECTRO GALVA STEEL, PHILIPPINES

POSITION HELD
: Secretary (April 2004 -April 2006)
Job Responsibilities

· Creating Correspondences, Telecommunications and Front office duties

· Follow-up with clients for inquiries

· Assisting clients with information’s about delivery schedules and production status

· Follow-up calls for payments receivables.

EMPLOYER 

: VILLA MILAGROS RESORT AND HOTEL, PHILIPPINES

POSITION HELD  
: Secretary / Receptionist (March 2002 - January 2004)

Job Responsibilities
· In charge and responsible for meeting, visitor and handling any queries

· In charge in making and arranging hotel reservation

· Monitoring the cleanliness of the resort vicinity & performance of every employee

· Makes appropriate arrangement of the display & resort decoration in order for the visual look of the vicinity, look clean/neat/fabulous to attract customer.

ORGANIZATIONAL QUALITIES 

· Motivated, outgoing diplomatic.

· Look well under pressure and team player.

· Excellent condition and organization.

· Skills genuinely interested in customer care.

· Strong communications and presentations skills.
· Have a friendly, polite and helpful manner.

IT SKILLS

· Proficient in operating system, Adobe   Photoshop, Print Artist, and Power Point.

· Application development with V. Basic, Turbo C & TC++. Adept knowledge in DBMS.
· Knows basic PC trouble shooting and Local Area Networking.

· Excellent hands on MS office, MS word, Fox Pro for Windows, Excel, MS Access 

EDUCATIONAL QUALIFICATION

Tertiary Level
: Bachelor of Computer Engineering                            2004

  Laguna College of Business & Arts, Philippines

Secondary Level
: Bunggo National High School
                                    1999

  Bunggo laguna,Philippines

Primary Level
: Bunggo Elementary School                                         1995




  Bunggo ,Laguna Philippines
SEMINAR ATTENDED

3rd ANNUAL INFORMATION TECHNOLOGY TRAINING AND SEMINAR

UPLB,Los Banos Laguna, Philippines 


August 2004

BSCS PENTIUM RELOADED SEMINAR


University of Perpetual Help Rizal


Paciano, Calamba City, Philippines 

November 2004
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